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PRIVATE FROPERTY 10SS CLAINS

In two recent decislions, the Headquarters Board of Survey found it neceg-
sary to recammend thet the approving authority disapprove an employee's
¢laim for relubursement for loss of his personal and household effects by
fire. The losses auffere&kby’these employees vere more severe because of
the lack of insurance coverage. The circumstances of these dlsapproved:
elaims and Organization policy for honoring claims are summarized here to
remind Qrganization personmel of the necessity for meking eppropriate
ingurance arrangements to protect thelir private property.

A# & general rule, civilian departments and organizations have no
statutory suthority to pay claims for damage or loss of private property.
Insurance coverage 1s the perscnal regponsibility of the individual employees,

at their personal expenge, 1f they desire protection againgt loss. Accord-

ingly, employees of this Organization,

| should ingure their privatelyowned property ageinat the risk

of loss or demage while in trunsit, atorsge, quarters, or other authorized
places and gituations, if they do not wigh to personally accept that risk.
The Orgsnization does not provide ingurance for such purposes and the fact
that the Organization provides services énd arrengements, and sometimes
sccapts custody, for storage, etc., does not mean that the Organization

accepts total responsibility for the property.
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reimbursement by the insurer or by another limble entity such as commercial

In the first of the two disapproved claims veferred to above, an
employee was transfexred POS overseas end the Organization provided
services to the employee in ervanging for pick-up and storage of his
property by a coomerclal storage compeny, at Organization expense. The
employse stated that he failed to insure becmuse he was not cognizant of
that personal responsibility, He mistakenly assumsd that the Orgenization
was sccepting total responeibllity for the property and would do whatever
Wag necessary in regard to insurance. Some time later, the gtorage con-
tractor's warehouse was destroyed by fire, The comtractor denied negligence
and disclaimed responsibility for the loss of the empioyee's property
(worth several thousend dollars) because the fire was probebly ettributable
to & boy arsonist. The originel claim and appeal were denied by the
Orgenization because (1) there wes no Organization vespensibility for the
property or loss thereof, and (2) the clatmant wes not preciuded by
security or cover ccnsiderations from seeking relief by contesting the
contractor's denial through legel action, or by claiming against & privete
insurer, and (3} the claiment failed to carry insursnce.

In the other disapproved claim, the Crganization reimbursed the
employee for rental of & private local residence which he lessed nesr hie

nOFURM
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ovarsess post, and the Qrganizstion provided hesters for his benefit. A fire
destroyed the residence and all of the employes's clothing and household
affects valued at several thousand dolliars, The exact cause of the fire was
not definitely eatablished, but the local fire depariment reported that the
moat likely ceuse was possibly a defective heeter. Although the Olsime Board
was not unmindful of the magnitufie and elrcumstances of this loss, it was
necesaary to disapprove the olmim becguae
(1) e Organization had no custedisl responsibility for the property
ad no maintenance responsibility for the hesters op guarters, evem though
the premises were Government quarters provided wder authority of | | 25%1

There wae no evidence to indicate that the hesters wers defective when issued.
(@) The claimant railed to CAYYY insurance. The clrcumstances of his

sover would not have preciuyded hig meking a claim againgt a private ingurer.
(3) The loss was not related to security or cover factors of Orgenizetion

service
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OF AUTCMOBILES FURCHASED ABROAD

Under Public Law 126, Govermment sumployees or military personnel
returning home, under permanent -change -of ~station orders, may be
alloved free entry of thelr automobiles, provided they have servad
overseas for at leset 140 days of continuous duty asaignment.

An automobile purchased sbrood and sent hame before Government
orders ave lssued or a car purchased but not in the employee's pogaes.
alon will not be entitled to free entry under Public Law 106,

The word "possession”, ss used by Bureau of Qustoms, mesns either
physical possession or s right to immediste possessicn at the point of
purchsse. This would usually mean the presence of the sutomoblle in
i:hé showroom or warehouse of the seller within the city vhers the
purchage wes made so. that the buyer could take possession if he so
deslired, rather than heving the dealer ship the sutamcbils,

Bevera) Organization employses s Ordering sutcmcbliles from points
in the Par Bast for shipment from Europe, have been required to ey
import duty on the sutomoblles. This duty wes assessed because the
employee did not have possession of the autcmobile nor the right to
immediate possession at the place of purchase.

%o prevent financial hardship, employses who imtend %o purchase
automobiles gbroad should acquaint themselves with customs requirements
before purchase and shipment. Information on spocific problems may be

P
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obteined direct from the Burean of Customs, Washington, D. 0., the
nearest United States Consulay (ffice, or one of the offices listed

below:
The Tressury Attache, Americen Embassy, London, England

United Btates Treasury Rﬁpreaentatives {Customs} at
American Consulate General, Frankfurt/Main, Germany
Americen (onsulate General, Milan, Italy
Amorican Exbassy, Paris, France
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MANAGEMENT TQOLS
DATA PROCESSING - INTROIUCTION TO AUTOMATION

Some call 1t 1.D.P., {Integrated Data Processing), scme call it
E£.D.P. (Electronic Data Processing), and still others csll it A.D.P.
{Astomatic Dats Processing). In sll ceses Dets Processing iﬂ the
function of recording, moving, storing, and using information and
has bean going on since man firet learned to scraich pictures in
rock. With the increesingly complicated socio-#conomic developments
of this era, the problems of Deats Processing have become incredibly
involved and hand-processing of dats is, in most cases, no longer
economically sound, It elmply cosis too much spd the results are
raraly svallsble for management use on u timely bhasis.

Bveryone is fmmiliar, tc some degree at lsast, with the tremendous
strides in the production and distribution of all kinde of productas of
indugtry. The meansgement of vecords or paperwork has admittedly not kept
pace with technolegical developments in other fields, snd this is es
true in government as it is in private industry. Machines are commonly
uged to produce things rapidly, to tranasmit information quickly over long
distances, and to distribute products on & timely basis. The pext step
is loglcal and ineviteble. Machines must be used {o process data if
production and dlstribution of things 18 not to bog down in a sea of

manually menaged paperwork.
ik iy
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Although, in its present contewt s mechine menagement of data i
a relatively new field, it is baged on principles of aubomatic and
semiautomatic machine operations which People have accapted for years:
the typewriter, the adding machine, thermostate or the automatic eetting
of off-on elsctrical awitches, the player pianc, and wire commnications
machines. In each of these heretofore different fields of relative
sutomation, people heve provided the only link bhetween one field and
another. Today, it is posaible to mechanically oy e¢lectrically link
machines in these various fields and use then autcmmtically or semi-
avtomatically to do, with minfmm hupen intervention, one integrated
pepervork-procegsing Job. Cbvicuasly, great strides have been made in
the development of such machines to permit them to be so used, but there
iz nothing really mystericus about them. People are still needed to
supsyvise the operation of these machings and & vhole new industry PYO~-
vidas employment to more than compensate for the gredusl dedrssse in
office personnel which incressed use of machine-processing of dats will
bring. |
Bven though the field is & relatively new ons, there are ell sorts
of machines and systems for Datas Processing which have been developed by
the varicus manufecturere in collaboration with mctual or potantial
customers. Same kinds of paperwork jobs lend themselves to machines
more essily than others, end these eve the ones which are ususlly
integrated into e mechine syetem first. In all geges, however, much
Btuldy is requived before a sound deciaion can be mede on;
i+ Which pepervork procedures are logical onss for machine
spplication in & given indugtry or Goverrment agency?t

AR
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2. W¥hich machine or machinee will do the job most
effectively?
3+ Whet provisions, if any, should be made now for future
expansion?
b, Will the savings be substantisl enough to warrant the
¥ind of investment required. (These things are
sxpensive).
There are n nuwaber of machine applications to peperwork now being used
in both in&mtrymd government; in some areas of paperwork, the savings
are alresdy appavrent, in cthers there sre still cbstacles to be overcome.
It was stated initially that some people call machine processing
L.D.P., some call it E.D.P. end some call it A.D.P, The basic objectives
of all are the same and they have many procedures in common: however,
they are somewhat different. Electronic Deta Processing alvays involves
electronic manipulation of infcmtiozxj Automatic Data Processing mey or
way not lnvolve electronic equiyment; usually it is concerned with various
electrically operated mechanical machines; Integrated Data Processing
describes the integration of various date into one systenm which may employ
¢lectronic, electrie, or electro-mechanical machines, or a judicious com-
bination of all three. In all cases, of course, the human elemeént remains
of significant importance. People are what make machines work.
Bubsequent articles will deel with various aspects of Y.D.P. in more
detail and will include brief, simple descriptions of the mejor types of
avallable equipment and their most efficient uses.
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BYFICIENCY AND TRAINING

Field personnel will be interested in the following remarks mede
regently by the Deputy Director to members of the (ffice of Training et
hesdquarters:

*I'a Jtke to telk briefly about sn all.year-round theme: that of
efficiency. ZEvery year in support of the Organization program, the
Director aud I - and others - mppear befors the Bureau of the Budget and
the congressional committees. It's essential that we go before these
pecple kuowlng, without reservation in our hearts, that resources in the
frganlzation are being used with a maximum of sfficiency. There are formel
reporting mechaniems in existemce which aim st giving us this sssurance,
but these formal mechanisme never give the whole story. There is alweys
the dauger thaet manegement facts may be different from worker facts, and
the difference may be extremely important.

80 today I s sppealing to the informal; that is, to the spirits and
attitudes of all Organization employees to accept, slong with the genior
executives, the responsibiliiy for identifying, digging out, and eliminating
inefficiency, and thus insuring that our personnel is in full gear. This
task cru be & keg of worms, but if everyome goes at it sericusly, the meed
for more formsl end undesirably rigid spproaches diminishes.

This is one of cur greatest challenges. Our Orgenization is doing very
well ganerally. This past year we have absorbed many chores; in fact, over
400 man-years of work without incremses in persomnel strength. We ave pro-
dueing & better product and responding with increassd competence on every
front, While we can't, because of the nature of our business, blow our horn

loudly over our accomplishmente, each of us can personmally be proud of them.

GGNFIDERTIAL |
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But let's not rest on ocur laurels. Iet's not give way to that trait of

human pature to be eternally on the lookeut for a plase to park. If water
reats, it stagnates; if we rest, we rusi. B¢ it is the Job of sll of us
to put up "No Parking" signs for curselves end for our collsagues., Jnaction
and ineffiglency must goj Flexibility and competence must expand., Our motio
should be "No Parking Here."
Now what can the Office of Training do sbout this? Your courses
provide the opportunity for Organizetion employees to become more flaxible,
more capable, and we hope, more efficient. But there is always the
queationt Are we tralning sll the right people?
‘ Iart year, I asked you to come up with nev snd positive ways of ut-
leashing the creative energies of our people snd of inersasing our overe

all eompetence., This year;, I'm going %0 remind you of an old sew which

way offer further challenge, You bave all heard the saying “The operation
Was & success, but the patient died.” Most of our training has been effici~
sut, but 1s it doing the pstient as mich good os it should? Our employees
bave lsaymed, but have they deen able to convert their lsarning to op-the-job
situstions or does thelr Job performance remain substantially as it was before
their training? let's look into this In the coming yesr. If the ansver is
yes to this latter guestion, then we mey have inefficient use of our resources.
If our training courses are practicel and well-developed, spplication will
ooroally follow, wanting only for opportunity.

Hovever, I fully support the Organization'’s need to train people in
subjecis which today may not be jmmediately applied. This is necessary if
ve are to grow. It is particularly true of language training where lead
time 18 & key factor. But wherever possible, let's not allow our efforis

B u,sgeﬂ%i
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to be frustrated, OfF course, in no event should the tadl vag the dog.
But, sssuning that the training is besed on sound requirenents, let all
°f us be sure thet there are no practices or organtzation iuhtbitions
vbich restriet or block application of uew skills.

Teke your pleces in identifying and euttiog out inefficiency and
Gendwood. Wﬁhewm. ammwm;maubwtmmmum
%o make pecple want to teke your courses. Contimue to ook for new ways
to get eployees into your hands who should have training. The task will
bu tmxahar this coming year than in years past. We #ball all be competing
m than ever with tight ceilings, heavy workloads, and yriorities, but
ve must all got dnto the act of doing our share to move the Qrm:&wbmn
and its produsts forward., So let's make the operstion a success and heve
the patient live.

. Bome of you may recall the story sbout the aerection many yesrs m
of the atatue of Qenersl Robert E. lee in Richmond. Bomeone made the
comment that it would take a lot of horses to pull ell of those tons of
metal all the way uptown, whereupon someons replied, ‘Horses! Don't let's
have horses pull Genersl Lee., lLet's pull him curselves!' The ides caught
iike wildfire and swept throughout the oity. Pulling on that cable, on
the prescribed day, were rich men and poor men, lean men and fat men,
White men, black men, school girls, and even sosiety mstrome, tripping about
on their spocl heels. Amid the laughter snd tesrs, the songs and cheers,
they drew the Jeneral's atatue in triumph to the place where it aits today,
locking cut toward his beloved Southland. As soon es it reached 1ts destina.
tion, every person wanted s piece of that rope; and for days afterwards, he
vould pull & small plece of hemp from his pocket, hold it up, aud with pride
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suy to his friends, 'I had hold of the rope. Did youl!
If we are to ececomplish our complex mission, ve need ever-incressing

skill end competence; this fmet spells *training' in capitel letters.
Each of us should be able to say 'I hed & hold on the the rope,'”

= '
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YOUR SUGGESTION AWARDS PROGRAM

Buring the past five months the Qrganization has adopted 93 employse
suggestions for which the Suggestion Awards Committes has paid swvards
totaling $2,355. The individusl swards renged from Letters of Agprecis-
tion to $600. ‘Phe suggestions described below represent c¢aloulated net
tangible savings to this Organization of over $22,088 for the first full
year of cperation, plus many intangible bensfits. In addition to the
cash swards, each person received s formal letter of Commendation, s copy
of which veat into his Officiasl Persomnel Folder,

Bue suggester, vho consistently sends in good ideas, emrned $145
for his propoeal to use & cheaper guality of paper for raw reports, thus
schieving tangible savings of $4,620,

Asother person proposed a solution to a technical comminieaticna
problem involving the NENS 966 Video Petch Qord, Within s six-months
pericd, spproximately 50 per cent of the Model 966 cords had failed,
primarily becsuse of the small ares provided for s hand~hold on the con-
aector when ertactm & dlaconnect. The suggester fabricated s better
hand-hold. Although the proposed modifieation was not considered prasticel
for gemeral use the suggestion caused the mamufacturer to modify the design,
and to agres to supply to the Organization, free of charge, modifioation
kits for each of the connectors purchased, The suggester earned e cash
avard of $50 for his contribdution.

ne exployee modified the photographic light tables presently uged
by photo interpreters in the inspection, editing, and evaluation of f£iim
Approved For Relﬂi’s%’%%;m CIA-RDP78-04724A000200050003-6
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tressparencies. When a film transparency is moved across s rough or hard
surfece, long horizontal seratches are mede in the sensitive £ilm emulsion,
resulting in a marked decrease in the auﬁsequenﬁ utility of the fiim, In
attecking this problem, the suggeater designed and built a Nylar conveyer
belt to rotate around 1dle rollers, Tus, the film rides on the belt and
never comes iu contact with any other objlect. 'This new method of spooling
fila has :rm@ed the vear and tesr of trmparémim by 80 per cent., The
suggester haa received $600 so far, and credit has also gome to his two
Wwifmta ¥ho were active 4n he:ping hinm design and buila this device,

His patent rights have bheen established through the Organization's Patent

Board and that Hma has alsc applied to the United States Patent Office

far o patent for bim. It ia belleved that vhen the device is marketed, addi-
tional avards will be fortheoning through more extended use by other fovern-
ment Agencies and by comnercial firms. |

A significant new technique for microfilming amd photostating books is
the use of a ﬁaakmhamr’ vit!i foam rubber padding, In this procedure 1t is
nscessary %o matntain the copy plane ebsolutely parallel to the film plane.
The fosm rubber serves as a balancing cushion and antomatically brings the
tops of the two sectlons of aa open book to the same piane at all times.
The person vho proposed this received an award of $150.

tne anslyst showed & great deal of iagemity in sdapting the use of a
20wpower stereoscopic microscope to snalyse mimute objects on aerisl photoe
graphs, There was on the market no stereo-nicrascope adapted for the photo-
grsphic stereo viewing. The suggester reelized the need for this type of
instrument wes very preseing, and his effort made possible the use of this

Smstrument about 18 months blfﬁre it was produced compercially., The Committee
Approved For Releas 5’@9‘?7}% -RDP78-04724A000200050003-6

Mﬂt’nn vy



BENTIAL

Approved For Belease 200ZIOSIﬁbi:,WDP78-04724&)00200050003-6

voted a $50 avard for this idea,

One person proposed that the inspection of negatives for the light
tables in darkrooms be equipped with a second light {a red safelipht),
whieh facilitated large-quantity productions.

Another suggester earned an award of $40 for his proposal to use &
chesper commercial product in printing operations as a fountain eteh and
a5 & plate etch, This ides caught fire and sdditional swards may be
fortheoming from its use in other Government sgencies,

Another group of suggestions helped to cut out unnecessary sdminis.
trative and clerdcal red tape.

Zhs proposal for the discontinuance of date-stamping on certaln newly
created index cards earned sn avard of $30 for the suggester who hed
observed that this practice had outgrovn its usefulness. The ssvings
realized are estimated to be $330 annual rental for the PFitney.Boves
Plekometer operater. '

A stresmlining of procedures which effected similtancous distribvution
of requests for security approvels for ome category of personnel has cut
dovm the time lag by several weeks and merited an sward of $50,

A short-cut in desensitizing documents bearing s certain communicas
tions indicstor wes devised. The suggester proposed that extra coples of
abstracts be furnished to facilitate the desensitizing procedure.

In the Cable Secretarist, vhere increasing files of 3x% reference

* 3w
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eards posed serious space and maintenance problens, s proposal that the
information be transferred to Flexoline Stripé.earned the suggester $100.

Our continuing interest in improving security prompted other awnrd-
wvinning suggestions.,

Three nusgéstam proposed that persomnel going oversess be provided
vith a central storage place for the retention of vital personal unclessi«
ﬁm papers such as wills, marriage certificates, mortgages aunld insurance
policies; end classified and mm;uieﬁ papers of & perscnal or quasis
persone) nature which the employee will need to re-esteblish himself at
besdquarters. When this ides was adopted the Committee voted an award of
#75 to be shared equally by the three employees.

Thess practical idees costridute to the efficiency of our operstione
and it is hoped will stimulete other worthvhile suggestions from our
regders,

Please remember to sdvise the Ixecutive Secretary, Buggestion m;m
Gcmmittee, if any of the abm suggeations are usable in your office.

/ gﬁft‘fjﬁ? T,
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IS IBOOME TAX TIME

Reporting and paying of income taxes are the personal responaibility
of the individual employee. We have a direct eoneern, hovever, in en
employee's failure to meet his legal obligations prowptly end in s menner
compatible with his cover status, because of the security and cover hazards
involved. Buployees oversems especially should familiarize themselves with
the requirements of Btates or other taxing Juriad.&m to which they may
have cbligations,

Federal tax returns and estimeted returns eve due 15 April 1959. U.B,
eltizens living oversens om 15 April have until 15 June 1959 to tile, pro-
vided they pay six per cent interest on the tax due from 15 April until the
tax ia pald. The due dates ans requirensnts of income tax returns vary for
States and other taxing Jurisdictions snd esch employee should get this
information through his sdministrative officer or chief of instellation,
through the local embassy, or if necessary by direct corrsspondence with a
particulsr taxing jurisdiction.

25X1C

Some new provisions of the Pedersl tax law of izportance to employees
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The technical requirement to isclude as income amounts recelved

ss reimbursements for travel expenses and %o deduct .ﬁhemfrm
sctusl expenges doss not apply to employees reseliving per dlen
not over $15 per day or mileage not exceeding 124 cents per
mils for travel within the comtinental U.8. Also, the reguire-
ment does not apply to travel outside the continental U8, if
the per diem is not more than 125 per cent of the per diem rates
specified in the Btandardized Govermment Travel Regulstions,
Appendlx 1, revised, and alsc stated mnm:
The simplified Form 10KOA may now be used if the gross income is
less than $10,000, is reported om Forms W.2 with no move than $200
_ af other weges, interest, snd Aividends, and the standard (10 per
sent) deductien is taken.
¥.8. eitizens residing sbroad must now file a Form 2555 gpd s
Form 10M0 even though exemption of income fram the tax may be

| ¢lained by virtue of extended residencs sbroad. This requirement
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Notice Wo. [ |dated 16 Jenuary 1959, and Book Pispatch No.
1071, dated 30 January 1939, provide additional informationm, Instructions
for filing]  Jtax returns are conteines in B[ ] asted 12 March
1953, and | | dated 26 Hoveaber 1954, and change 1 thereto dsted
18 April 1955, |

CONFIDENTIAL |
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Benator Hubert Humphrey, spesking recently st the eleventh annual
Arthur 8. Flemning Avarde luncheon, expreased the view that the rvestrict-
ions on the Government's Employvee Incentive Program are too tight and need
to be liberalized. The senator seid that the program is a step in the
right direction to encoursge initiative and achievewent in Government, but
thet the number of awards and their cash value should be greater.

HBe declareds “We ought to be more generous and more liberal with the
relatively small amounta involved, for it ls clesr that a wmodest investment
in the incentive swards system has encouraged a messsurably greater efficlency
end econcny in Government, It's o good imvestment,.”

Senator Humphrey slso proposed using the United States' “soft curvency”
and counterpart funds in foreign countries we are siding to provide sabe
baticel leaves of aix months 4o & year in tmisa lands for outatanding
Federal career employees. |

He noted that these funde, which are credited to the United States but
are gseldon used by us, can be put to great beneflt by giving ocutstanding
Government careerisis a cheuce to expand thelr careers by golng overseas.

Yedersl careerists could study at universities of other countries, or
study at firat hand operations in foreign countries comparable to those that
they are engaged in et home, or consult with oivil servants and officisls of
other countries on common probvlems, Senator au.mphray declared. This program
would not involve any extra Federal expenditures, it was esphasized.

NFIBENTIAL
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As coe of m top membere of the Senate Fovelign Relations Comnities,
Benator Humphrey 1s io a good position to start action on the soft surrensy
and counterpart funds ides for Federsl employees.

GONFIDENTIAL
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14 48 increasingly desirveble to standardive as mwh as possible
the length of overseas tours of duty of the various Career Services.
Seversl of the Career Services have in the psst adhered rather strictly to
& two~year tour of duty in order to insure that the meximan nuorber of key
people received the benefils of oversess service. This objective has been
lerpely sccomplished. In consideration of the fact that at least some
weeks aye required after an employee reaches his overseas pogt before he ig
gble to assume full responsibilities and that his last few weeks before
daparture for the States are used in paxt to phage out, & two-year tour in
many cases is not economical. It is believed thst in most instances the
best interests of the Urganization would be served by having anployess
elther extend thelr tours for a third year or ¢ome to the States on leave
followlng overseas assignment and return to their posts for a pecond two-
year tour of duty. However, it is basically sound to make initial assign-
mente for a two-yesr tour of duty in order to provids flexibility to both
the Orgsnivation and the amployee if for eny reason at all 1t sppears
dspirable to limit the tour of duty to two years.

Except for posts where, for hardshlp or other special veascms, &
tour shorter than two years hml been adopted, persomnel will sontinue to bve
ssaigned to overseas posts initially for two-yaar tours of duty. Sometime
after the completion of one year and before the completion of 15 montha of
overseas duty s decision should be msde by the Head of the Carser Seyviecs
whether:

RS S R a_j_“i
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1. fThe employee retums home on & parmanent -change -of -gtation
baals st the end of the two-yesr tour,

5, Wetends his tour for a third yesr, o¥

3. fTekes leave mnd returng to his post for a gecond

o -year tﬁur of duty.

The t}hiaf of Station should forward to hesdquarters his recomien-
dstion soncerning the length of an employeets tour, taking irmto consideration
¥he desires and comments of the employee and hie superviaor. The appropriate
Caresr Board will meke ita decision based on the nesd or desirebility of the
gervices of th& empioyee in another mesignment or the nesd to aseign anciber
enployes to the oversess position in gquestion. In all cases, the Career
$oard will notify the employee through hig Chief of Stetion of the decieion
concerning the length of his tour.

NOFORN.
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CHAMIES T8 DIFFERENTTA

The Orgenization frequently receives commumications from oversess

commenting 25X 1

on yeductions in foreign post 4differemtial retes. Comamications bave at
times contained statements that such reductions represent a "breach of

faith" inammch as the individunl accepted smployment st a particular

post for a definite smount of totsl compensation.

In the course of preparation and processing, persoanel who accept
foreign sagignments are sdvised of the nature of post differentials and of ail
sallgwences ond the basis for determining the amounts, and are further
informed of the important fact that differentisls and sllowmunces are subject
to periodic revision. Fallure to remenber this may be the reason for
taking exception to later changes in allowances, Accordingly, peracnnel
are again reminded that:

1. The differentisl is considered to be a bonus In the form of
additiops) coppensation for service at & less desirsble post,
and a8 such 1t ls smdject to income tax,

2. Differentials are caloulated upon criterils prescribed by
statutes and Dwecutive order, which provide that o differential
mey be authorized vhen, and only when, living conditiong st @
post Aiffer substantislly from living conditions in our coumtry;
particularly when a post imposes extrsordinarily difficult living )
comditions, excessive physical hexdships, or notably whealthiul
conditions.

EZ};
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3. Al Toreign assignments are expected to involve some difference

in living eonditions in comperison with those in owr cowntry.

Only when this difference develops hardship to & predestermined
minime is & 10 percent differential warranted. Buacessively
greater degrees of difference result in differentisls of 15 percent,
20 percent, and 25 percent,

. Differentisls are a recrultment and retention incentive fo
personnel, who are willing to socept mssignments involving unusual
haxdships. Nevertheless, reviews must be undertsken pericdiecally
to determine the need for continuance. By order, a review is
required at least sunuslly of the places designated, the retes
fixed, and the regulstions prescribed, to insure thet the payment
of additional compensetion combinues only while condltions Justify
this peyment end that the smounts d&c not in any instance excesd
vhat is Justified,

5. Differential retes are sccordingly revised when pericdic revievs
disclose changes in living conditions. Reviews msy disclose &
gradusl improvemsnt at a8 post, yet the auwvent degree of improve-
ment may not be sufficient to varrant an imtedlate decrease in the
differential. However, an asccumalstion of gradusl Ilmprovements
noted by succeeding revisws may be the besis for s decresse 8t s
lgter date, Such a decresse could become effective while an
individusl is en route to the post or shortly after arrival.

It is believed s better understanding of the purpose snd basis foxr

deternining foreign post differsntialas will benefit all concerned.
UFURN
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Remepber the posm, "Pur went of a nail, & shoe was logt; For want
of & shoe, & horse wes lost; sto.™ Well, for want of a timely notifi-
oation document in the hands of the payroll office, sometimes an individ.-
ual's pay gets “"lost” and no salery is paid, an erronsous peyment vesults,
or & epecial payroll must be processed on his behalf,

Payroll offices can effect pay ghanges only upon receipt of proper
notifications, vhether officisl peréoxmel notifications or notices affecting
only eurrént allowances or allotments. The correctness and timeliness of
notifications from both field atation end headguarters sdministrative
porsonnel are important. Proupt notifications to headquarters by field
personnel ave sspecially importent regarding separations in the field,
ghanges in stetus affecting sllowsnces computed at headquarters, changes
in field sllotments,
|: clearsnce pepers
on personnel departing the field, etc.

At hesdquarters snd in the field, pevsonnel officers end adninietre -

tive officers responsible for inltiating requests for persomnel sctions
should mticipaté s vhenever possible, the effective dates required by such
requests and allow fime for their processing. Especislly importent at
headquarters are pevsonnel actions affecting resssignments between funds.
Individuale pald from vouchered funds camnot | | begin PES travel

to an overseas station without first being reassigned to confidential funds,
YOFORN

Approved For Release 2002/05/04 ;:?éé'@5|j¥i§|ioP78-04724A000200050003-6

)

)




‘a G;?}%ﬁm 24/@00200050003-6
NOFORN

: 2
L
-3

Approved For Release 2002/05/QE1
ol

i v

Besignation, extended IHO®, end meternity leave also require as much
notice as possible to the payroll offices ir; order to avold erroneous
peyments requiring adjustment. Aftey recelipt of & request for a personnel
actlon in the Office of Pervecnnel, time is required to prepare, process,
suthenticate, and distridute the personnel notification form to the payroll
offices affected; hence the need to anticlipate the effective date.

The employee whose pay is affected will especislly sppreciate the
vholehearted assistance of all sdninigtrative officials. Cooperation
will provide the "nails" and "shoes", to help prevent the individual's
pay from getting “lost",
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CREDIT UNION

The Officers snd Directors of the Northwest Federal Credit Union
recommended at its anmual meeting on 20 January 1559 the payment of a
4.5 percent dividendl for the year 1958, which was approved by the menber-
ghip., This ig aspaciai}y gratifying aince this Aividend yleld is one of |
the highest paid by any comparsble i’ederal Credit Union in the entire
Washington area.

Highlighting the activities of the yeer were the following:

1. 'The commendetion received from the Federal Credif Unlon

Busminers for the excellent nmansgement which largely contributed

to the high earnings despite the low interest retes charged on

loans to our smployees. Cur rabes are lower than the prevailing
rates of compavsble Washington area credit unions;
£. The excellent rate realised by the NWFCU on loans made
to other credit unions and to the largs portfolic of federally
insmured savings and Joan sssociations from cosst to coast;
3. The extremely low delinguency rate {2.06 percent},

which lg one of the very lowest in this aresa, the norm being

& 3.5 percent to 6 percent delinquency;

4, Fimelly, s new and lmportent milestone in pagsing the

45,000,000 merk in assets. This growth is history-making since

we have now become one of the 15 largest out of 9,000 federally

chartered credlt unions in the United States., In reaching this

gosl, our Credit Union's assets have quadrupled since 1 Janusry 1953,
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DOCUMENT CONTROL

The pext time you receive & piece of Organization mail, consider
for a moment the number of control processes it went through to reach
you. Then ssk yourself if the document control messures in your office
are efficient, and is each one -~ the receipting, nunbering, logging,
reviewing, abstracting, dsting, time-stemping, coding, sorting, or c,dvar-_..
sheeting -- really necessary for every piece handled?

These control measures, of course, have their place in the Organi-
zation. But when their overuse or complexity unnecesserily incresses olerical
costs, or delsys deciaione and actions vital to both hesdquarters and the
71814, & close look into the causes of the trouble is needed. For SXAmpLE,
8 recent Jovernmentwide study pointed up that a problem generally exists
i

i, An exgessive emownt of time (from two to four hours depending
on the size and physical layout of the compoment) elapses between the
recelpt of a document in @ registry and its delivery to the sction
desk,

2, ALl initial eontrol operations (including routing) for one
document ke more than five minutes.

3. More than 15 percent of the total incoming documents receive
sontrol processing in addition to that required for security purposes.

k. A routing slip or control form is placed on virtually every
ineoming or oubtgoing document.

kUil
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When these danger gigns show up 1t's & safle bet that document control
messures {exclusive of those required for sscurity control) exceed those
really needed to shawer these quastlons sbout documente that eall for
agtion or decision:
1. Has s partioular document been received, and if so, to vhom
end when was 1t sent for action? : |
2. Has s particular document been released, and if so, what
sction was taken snd to whom and vwhen was 1t sent?
These guestions can ’bé quickly and simply answered by thres forms
availsble in hesdquarters or the field, These ave: Form 779, Locator
and Control Resord, (hesdquarters and mam)'; ﬁ‘cm 238, Document Control,
{hemdguarters only}; Yorm 240, Courier Receipt aé:d Log Record (heedquarters
only). ALl three are multipert forms designed to provide ab one writing emough
coples to meet several needs st &ifferent control points, Here's how these
forms work:
1. Yorma 77% and 238 are six-part sete printed on NCR (Mo Carbon
Required) peper. The six parts provide copies for logging end croas-
referencing at the reglstry level and at subordinste pointa. The 3"
x 5" slips not only eliminate the need for log books, but alsc provide
& rveady commmications medium for notifying a central registry of the
disposition of a dooument at & subordinate point. The file locator
refevence to the document can also be shown on Form 238.
2. Form 240 is a four-part carbon interlesved set. At one
writing, coples of the form sre made for addressing, receipting, and
logging of classified materiel transmitted within headquarters through

<2« HOFORN
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the courler system. The form meets all security requirements for
iogging materisl classified up through Secret.

3« Form 240 1is also designed for use with the new headquarters
Chain Envelope. This envelope has been approved for transmitting
within headquarters material classified up through Secret. It may
aleo be used ss the outer wrapper for double wrapped meterial, except
that vhich {8 claseified Top Secret. In addition to meeting these
ssourity requirements, the new envelcpes offer these sdvantages:

gave time ~ You can sddress an envelpe and attach & receipt in

cne operation. BSimply insert the receipt in the window pocket on
the face of the envelope. If a courler receipt is not nesded,
insert & 3" x 5" card or slip of paper snd write in the address.

Bave money - These envelopes may be used repeatedly.

Bave safe space - Safe apsce will not be nseded for used

envelopes since names and addresses will not appear on thenm,

The Organisetion, vitally concerned sbout the effect of document

gontrols on the timeliness of decisions resching the field, hes included
the lmprovement of these controls in the objectives of its ﬁmarag Mansge
ment Program. Guidance may be obtained from your Records Officer, end in
heedquarters also from the Records Management Staff.
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REMARKS:
Attached for your review are the
articles to be included in the latest
Support Bulletin.
FROM: Executive Aseistant to the DD/S
ROOM NO. BUILDING EXTENSION
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SECRET

CENTRAL INTELLIGENCE AGENCY
OFFICIAL ROUTING SLIP

TO NAME AND ADDRESS INITIALS DATE
: o
EA/DDS [ i
2
PN e
VA
3
4
5
6
ACTION DIRECT REPLY PREPARE REPLY
APPROVAL DISPATCH RECOMMENDATION
COMMENT FILE RETURN
GONCURRENCGE INFORMATION SIGNATURE

Remarks: | Piaechhitting fer| |

A1l the inelesures appear satisfactery; hewever, le
at decuments entitlesd: Credit Uniem and New Emergenc
Travel Ceverage ~nd use of terms Nerthwest F deral
Credit Unlen and GEHA respectively. GSimce these
units are unique te the Agemey weuld suggest yeu
expunge the fermal title="snd enly refer te them as
the credit umiem and insurance gréups of eur ergami
zatien,
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